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Introduction

Welcome to th&CRRSuser manual for the School Nutrition Programs mod@&RSis a webbased
software solution that provides administrators, state users, $mohsorswith efficient and immediate
access to applications, claims, and related nutrition program functions.

Web Site Benefits and Features

CRRSis a useifriendly web application that allows authorizedersto submit and approve application,

claims, and miscellaneous forms via the Inégrras their security rights permiKey system features

include:

A A software systerthatmanages information regardigponsorsapplications, claims, and reports.

A Asingle integrated database which serves all child nutrition programs.

A The ability to savepartially completed forms cline, allowing the user to complete the process at
a later time.

A Individual User IDs and passwords for secure login to program functions and accurate tracking of
user behavior.

A A robust security module that streamlines segwsetting controldy enabling administrators to
easily assign users to numerous-gedined groups and eliminating the need to manually set each
user's security access.

User Manual

This user manual is intended for use &ythorized state users that adister the School Nutrition

Programsl|t is designed to provide a general understanding of howgséothe system in affective and

efficient manner This manual will provide

A A general explanation of each feature available

A Screen examples of web sitegea and forms

1
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A Stepby-step instructions for utilizing the web site features

A Tips andnotes to enhance your understanding of the system

2
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Getting Started

Before you can begin usir@RRS you must be assigned a user ID and passwortth&RRSHelp Desk
that provides the required security rights. Once this setup is complete, you may use the Internet and your
assigned user ID and passwdeadaccess and log onto ti@BRRSweb site.

Accessing the Web Site

You can acces€RRSfrom any computer connected teetinternet by opening your Internet browser and
entering theCRRSURL i n t he br owskeCRRSURLdJo theepsoductibn environment

is: https://oh.cnpus.com/crrs/splash.aspx

the web site on your desktop for quicker access to the site. Refer to your browser or

j TIP: Youcan add this URL to your browserdéds FAVOF
operating system help files for further information.

Returning Users: Log On l
Welcome to the Updated

User ID: CRRS!
]

Password: R
Password Requirements

= A User's Password MUST follow these rules:
- 8 to 12 characters in length

- Must contain a numeric character
- Must contain a special character (e.g., #, $, &)

- Must contain an uppercase letter
- Must NOT be the same as the User ID

S Non-Discrimination Statement

= The U.S. Department of Agriculture prohibits discrimination
against its customers, employees, and applicants for
employment on the basis of race, color, national origin, age,
disability, sec, gender identity, religion, reprisal, and where
applicable, political beliefs, marital status, familial or parental
status, sexual orientation, or all part of an individual's income
is derived from any public assistance program, or protected
genetic information in employment or in any program or
activity conducted or funded by the Department. (Not all
prohibited bases will apply to all programs and/or employment
activities.)

(‘\p)’(am‘

Copyright © 2015 Colyar Consulting Group

Figure 1: CRRS Home Page

3
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Aboutthe CRRS Home Page

The CRRSHome Page consists of three major sections:

0 Bulletin Board.

o Logon.

0 Links.

The bulletin board is managed ®PDE and provides general information.

The log on seabin is where authorized users enter thesetJID and password It alsoprovides a linkfor
usersthat have entered a valid User, IBut have forgotten their passwotd, be transferred to another

webpage to reset their password.

Thelinks section provides access to websitedadditional information

4
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Logging On

To log on

To change

1. AccessCRRSby typing the URL into the address lineyafur web browser
2. Enter yourassignedJser ID.
3. Enter yourPassword

4. SelectLog On.

Note: If you do not have a User ID and Password, contact the CRRS Help Desk.
S TIP : The Password is case -sensitive, so be sure to use upper and
7 lower -case letters, if necessary.

your password

If this is your first time logging on, the system will automaticadiguire you to change your password

1. Select a new password and enter it into the box provided.
2. Reenter your new password for confirmation.

3. SelectSaveto continue to th€ RRSPrograms page.

Note: Security configuration settings require a password between eight (8) and twelve
(12) characters in length. Please note that the password must be at least eight (8)
characters in length.

The password must contain at least one number, one uppercase letter, and one special
character (e.g.,!,?,/) .Passwords are case sensitive.

5
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Breadcrumb Trail

CRRS Content Overview

Once you are logged in and have select&pansoy thetop portion of theCRRSapplication contains key

elements that provide basic information about your location withisytsem and the select&gponsor

Program Name
Menu Items

School Nutrition Programs 7

Applications | Claims | Compliance | Reports | Security | Search ;Epmgmms | Year | Help I Log Out

Applications = Application Packet > Packet Site List - SNP = School Year: 2014 - 2015

WIEW | MODIFY | DELETE | INTERNAL USE ONLY \

Show Changes Selected
School Year
2014 - 2015 SNP Site Application
012530 Status: Active 00012530 Status: Inactive
Quest Recovery Services Inc QUEST RECOVERY SERVICES INC
DBA: 1660 Nave Road SE
1660 Mave Rd. SE. Massillon, OH 44646-9604
Massillon, OH 44646-9604
County: Stark
FEIN:34-1048990 \
N
Information Box: Information Box:
Selected Sponsor Selected Site
Figure 2: CRRS Content Overview
Iltem Description
Program Name The selected program name appears in the gray area at the top of the

Menu items display on the blue menu bar at the top of the Sageting a

menu item will take you to its menu page.

Menu Items Users may not have access to all menu items. If you are unadeketo a
particular menu item, you do not have the necessary security rights. C

the CRRSHelp Desk for assistance.

The navigation, or breadcrumb tradentifiesyour location within the web
Breadcrumb Trai | site. Selecing a specific portion of the trail wittkeyou back to that

particular screen.

6
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Iltem Description

The selected school year displays on the right beneath the menpbar.
School Year

logging in, thesystem defaults to the most curraativeschool year.

Theinformation box displays general information regardingSpensor/
Site.

Information Box

. The logout button displays in the menu bar. It is recommendsaldot
ogout )
Logout to properlyexit the system.

Note:  For security reasons, the system will automatically log you out after twenty (20) minutes of
inactivity.

7

ScHooL NUTRITION PROGRAM USER MANUAL




Screen Options

Data entry screens in the system offer the user some or all of the following opMiGW,
MODIFY, and DELETE. The Screen Options area is located on the top right side of the screen,

directly beneath the colored bar.

School Nutrition Programs

Ohio

Applications I Claims l Compliance | Reports i Security l Search inggrams I Year I Help

Applications > Application Packet > Packet Site List - SNP > Schooi year: 2014 = 2015

l VIEW | MODIFY | DELETE |

Figure 3: Screen Options - example

The following table describes each of the possible screen options:

Iltem Description
Presents the screen informatiordimew-onlydmode In this mode, the user
VIEW

cannot modify any data.

Presents t he s c rlretesmodenthe dsarccanimbdifyfield
MODIFY data and save the data after pressing the kaiton at the bottom of the

screen.

Deletes the current record displayed on the sciBesuser will be presented
DELETE

with a confirmation screen to validate that they intend to delete the record

8
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CRRS Program s Page

Once you successfully log on, tERRRSPrograms page is displayed. Actual access to specific modules is

based on the usero6s security rights.

Selecting this Provi desé

School Nutrition Programs Access to the School Nutrition Programs home page

Child and Adult Care Food Program | Access to the Child and Adult Care Food Program home page

Summer Food Service Program Access to the Summer Food Service Program home page

9
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School Nutrition Programs Home Page

The School Nutrition ProgramBomepagecontains the message boaised by statedainistratorsto post
and maintainSchool Nutrition Programselated messages. Messages may contain important news
regardingthe submission due datespcomingtraining, legislative changesor any other SNRBpecific

information.

To access the School Nutrition Programs home page

1. Log on to theCRRSweb site.

2. OntheProgramsscreenselectSchool Nutrition Programs.

Note: If a user only has access to the School Nutrition Progr ams module, the Programs
screen is not be displayed

3. The Shool Nutrition Programbomepage displays.

Note: State administrators maintain the message boards for all CRRS .NET modules.
Please note that messages are visible to both internal and external use rs.

School Nutrition Programs

Ohio

Applications | Claims | Compliance | Reports | Security ‘ Search ;ﬁl’mgmms | Year | Help | Log Out

Welcome to the Claims Reimbursement and Reporting System (CRRS)

Lar Lar Sa
P

Figure 4: School Nutrition Programs Home Page

10
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School Nutrition Programs menu options

Fromthe School Nutrition Programs home pageu can selea menuitem from the blue menu bar at the
top of the pageThe School Nutriton Programsmenu bar contains menu items specific to Swhool
Nutrition ProgramsThe table below describes the features availfdreeach menu optignwhich the

remainder of this manual will discuss in detail

Please notdndividual users may hawear yi ng menu options due to the userd

Menu Item Menu Features

Applications Access to overall applicatierelated items including:

A Application Packet (incSponsoiand site applications
Verification Reports.

Food Safety Inspeictn Reports.

FFVP Application Packet

Site Enrollment(i.e., October data)

Community Eligibility Provision(i.e., April datacollection.
Download Forms.

> > > > > > >

Claims Access to clan entry screens (e.g., SNESOand FFVP) an&ponsorspecific
payment history.

Security Accesstaa n i ndi v isetwityrelated geens ibckiding:
A Change Password (authenticatesgér changing their password).

Search Access to th&ponsoiSearch screefavailable only to users that may hasyestem
access to more than orgpasol).

11
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Error Processing

All information entered and saved on thgstemis verified to ensure it conforms to data entry guidelines

and system rules. The site performs two types of checks on information entered: Input dE8itsiaess

Rule Edits.

Input Edits

Whenever you save information or proceed to a new screen, the site chaéoksitfarors. These
errorsmay include entry errors such as an invalid data entry (such as enterttiginZp Codsg,

or a nonlogical enty (e.g., entering a greater number of eligible than enrolled children).

If a form contains an input errand the useselectsSave the screeritherdisplays tle error code
and description in red at the top of the péaged the eor code is a lettgror displays a message
next to the field in errorInput errorsmust be correctebefore you can proceed he system will
not save data entered on a screen that contains an input dineruser must correct thieput

errors andselectSaveagain.

Indicate the number of total enrollment and total eligible students at each listed site as of October 31.

Site ID | Site Name | Total Enroliment |  Total Eligible
Test CE - Test Site
1000 Total Eligible cannot exceed Total Enrollment I 50 80

Figure 5: Examples of an Input Error (Partial Screen)

12
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Business Rule Edits

Business rule edits are used to ensure that entered data on a form conformsdefistate
guidelines/requirements and federal regulation. Once the udatdsitt saveCRRSwill perform
business rule edit checledter all input errors have been corrected and display a confirmation

screen stating that data entered has been saved and identifies whether errors exist.

The usemay correct business rule ereoimmediately or at another time. The entered data will
not be lost. The errors will display at the top of the screen with an error code (usuallyigfits)
and error description. Businegsde editsdo notprohibit the system from saving the data esde

on the screen.

Error Description
1002 School Year Dates of Operation - Start Date is required.

1005 School Year Dates of Operation - End Date is required.

Version: Original

Sponsor Type

1. Type of Agency: Educational Institution

School Year Dates of Operation

f s
2. Operational Dates: Start Date: I S End Date: || $

Figure 6: Example of a Business Rule Error (Partial Screen)

In addition,business rule edits have arror severitythatindicates whether an errordsnsidered
an Error or a Warning Errors appear in redand must be corrected before the form can be
submitted Warnings appear in blue anchdicaean fiout of the ordinaryo dat

errors do not need to be corrected prior to form submission.

Warning Description

001 The Application Packet is not considered complete until the prior year's Food Safety Inspection Report has
been submitted.

Figure 7: Example of a Warning Error

13
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Selecting a School Year

Information forSponsorsand sitess displayed based on the eeted school yealJpon logging on to the

system, tstheol ydaais tha defauli selection afisblays in the topight corner in the blue bar.

In order to view information from grior year, you will need to change the school year.

To select a school year

1. SelectYear on the blue menu bar at the top of the pafjee Year Select screen displays.

2. Select the year

Note

. The selected year is indicated by < Selected

3. Use the menu bar to return to your task in the program.

Year Select

Select Year

2015 -
2014 -
2013 -
2012 -

2016 < Selected
2015
2014
2013

Figure 8: Year Select screen

14
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Sponsor

Search

Note: If you r User | D is associated with only one Sponsor , the system will always default to the
Sponsor 6 s dta whéch you are associated

If you are associated with multiple Sponsgmy must search for and selecEponsorusing theSponsor

Search functiorbefore begining any task. When thgponsorSearch screen displaysw can search for

the Sponsoltusing all or part of th&ponsods ID, Name, orany other combination of parameters provided

on this screen.

To search for a Sponsor

On the menu bagelectSearch [If the SponsoiSearchscreen isalready displagd begin

at Step 2.]The SponsoiSearch screen displays.

Entersearch parameters (see table for additional information og thensearch

parameters).
SelectSearch.

Selectthe Sponsolyou wish to access.

TIP : The list of Sponsors is based upon the search criteria entered. If no
selections were made and the user selected the Search button , the list
displays all SNP Sponsors wit h t he designated stat u.sTo(
display all Sponsors , leave all search parameters blank and select Search.

SNP Sponsor Search
Search for Sponsors
IRN: | ‘ Packet Status: [ v|
Sponsor Name: | ‘ Field Service Rep:
FEIN: l:l Packet Assigned To:
County: Region:
Program Status:
Sponsor Status:
[] search all available Programs
Figure 9: Sponsor Search screen
Note: Non-state users can only query on and view Sponsors associate d with their user account.

15
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The search parameters follow a specific set of rules. These are described in the following table. The search

is confined to the Sponsors in the respective Program Year displayed at the top right of the screen.

Ifthetypeofearch is identified as fAincludesodo, the system
parameter in any portion of the selected field. For
the system will retrievendpmhks»860.with | RNs of A0038E¢
I f the type of search is fiexact matcho, the system w
parameter. For example, if the user selected fAAdams

Sponsors associated witie county of Adams.

Type of
Parameter Search Features
Search
IRN finclude® A If in combination with theSponsoName, thdRN
takes precedence
A If in combination with any other parameter, all
parameters are used to perform the search
SponsorName finclude A If in combination with thédRN, thelRN takes
precedencehis parameter is ignored
A If in combination with any other parameter, all
parameters are used to perform the search
FEIN finclude® A If in combination with thdRN, the search is
performed usig both thdRN and this parameter
A If in combination with any other parameter, all
parameters are used to perform the search
County Afexact A If in combination with thdRN, thesearch is
Packet Status ' performed using both tH&N and this parameter
Field Service Re A If in combination with any other parameter, all
! Vi P parameters are used to perform the search
Packet Assigned To
Region
Program Status
SponsorStatus fexact A Required
A Defaults to AActiveo
A If in combination with any other parameter, all
parameters are used to perform the search

16
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I f the ASearch all avai | ableslltsBisplaygchaagesimappedraith& box i s c |

system will ignore all search criteria except for tRN and Sponsor Status. If the Sponsor Name is
entered, and ntRN is entered, the system will ignore all search criteria except for Sponsor Name. If no

parameters are entered, the system will retrieve all Sponsors in all programs.

y TIP : Once all program data is maintained in CRRS, the user can vi ew which
programs a Sponsor participates in by entering the search criteria and
checking the Search all available Programs checkbox.

Search for Sponsors
IRN: | | Packet Status: [ v|
Sponsor Name: | | Field Service Rep: [ v|
FEIN: I:l Packet Assigned To: | v|
County: [ v| Region:
Program Status:

Sponsor Status:
@ Search all available Programs
Sponsors Found: 4228
IRN Sponsor Name NSLP SFSP CACFP FDP Status
000012 XYZ v v v v Active
000103 City of Moraine Parks & Recreation v v v Active

Figure 10: Sponsor Search screeni iSearch all avail able Programso
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Applications

Now that you know how to access and log ofCRRS the remainder of the manual will explore the

functions of th&school Nutrition PrograméSNP)module Let 6s first | ook at the App
CRRS whereauthorized usersubmit annuaénroliment ofSponsoland siteapplicatiors and complete the

appropriate forms required by th@DE.

Aboutthe School Year Enrollment Process

In order to participate in thecBool Nutrition ProgramsSponsorsnust submit an Application Packetthe
State for review and approval new Application Packemust be submitted and approved at the beginning

of eachyear.

ForSponsors hat are completing this process as part of the
pr evi ou s licgtiena rols sverdanpoghe new program yedrhe Sponsormay modify this data for

the new programyeartreep t he prior yeardés data for use in the ¢

2015 - 2016 Application Packet

000296 Status: Active Packet Submitted Date:
Summit Academy Columbus Packet Approved Date:
DBA: Packet Original Approval Date:
2521 Fairwood Avenue Packet Status: Not Enrolled

Suite 100
Columbus, OH 43207-2712
County: Franklin
FEIN: 73-1685337
The Sponsor has not started in the current year (2016).

Click 'Enroll' to enroll for this year based on your prior year's information.

oo

Figure 11: Enrolling in a New Program Year

A newSNP Application Packemust be submittedy the Sponsoand approvedby the State each program
year. Once the Application Packet is approved, and the school year has commenced, monthly claims for

reimbursement may be submitted.
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Submitting an Application Packet

The Sponsor can submit the Application Packet to the State once all required applications, applicable
online forms (e.g., Food Service Management Company cositr@cmmunity Eligibility Provision
Schedule, ety. and supporting documents identified on tiecklist are completed and saved without

errors.
In order to be able to submit an Application Packet, the packet must contain

1 A completedSNP SponsorApplication withno errors.

1 Atleast oneompletedSNP Site Application witimo errors.

1 Allitems in he Checklist are identified as submittedDDE with a submitted date

1 If the Sponsorhad identifiedon their SNP Sponsor Applicatighat they would be using a Food
Safety Management Company, the packet must coataleast ond~ood Service Management

Company contract with a status of ASubmittedo.

1 If the Sponsor had identifieah their SNP Sponsor Applicatidhat they would be participating in
the Community EligibilityProvision (CEP, the paket must contain a completed CEehedule
with a shmtwutseadd. ASu

1 If the Sponsor is a new Sponsor who is interested in receiving perforsfbased reimbursement

(i.e., extra 6 cents), an Annual Attestation must be submitted.

Once theApplication Packehas been submitted to the State for apprdhelpacket lstory section of the

Application Packet screen willisplaythe event anthe packet status changesSiobmitted for Approval.

Packet History

Event Event Date/Time User

The application packet was approved. 5/29/2009 7:23:11 AM Developer
The application packet was submitted. 5/29/2009 7:22:27 AM Developer
The application packet was changed requiring it to be submitted. 5/29/2009 7:22:14 AM Developer

Figure 12: Packet History (sub-section of the Application Packet screen)

Note: In order to view app lication packet history, select the Show Packet History link at the
bottom of the Application Packet screen.
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Applications Menu

The Applications menu is the starting point for all tasks related to the anchuablSNutrition Progams

enroliment procesMenu items are based on security levels.

Application Packet

In order to participate in th&chool Nutrition ProgramSponsorsmust submit amApplication
Packetto the State for review and approvat the beginning of each program ye8ponsorata

is rolled over and must be verified Bponsorgrior to submitting any claims.

The Application Packetontains theSponsorapplication, site application(s), and other forms
required as a part of the paat. After selectingApplication Packet from the Applications menu,

each required packet item and its statisplays

If any packet item requires attenti@such as an error within a form or a checklist iteeedgo be
completed), a red arrow displaysnext to theApplication Packeitem. If the Application Packet
item has been completed correctly and contains no errors, a green check displays next to the

Application Packeitem.

Note: Sponsors may not submit claims until their Application Packet has b een approved for
th e respective program year.

Note: If an Application Packet has been approved, w hen a Sponsor revises any item within

the Application Packet, the Application Packet must be re -submitted for ~ State review and
approval.
To access the Appli cation Packet

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. On the menuselectApplication Packet. If necessary, search for and seleSp@mnsor

The Application Packet screen displays.

3. Selectthe packetitem you vant to access.
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Sponsor  Application

The SponsorApplication screen provides access to Bygonsod snnual application for the
School Nutrition Program$or both new and renewin§ponsors The Sponsoris required to
complee a newSponsorapplication annuallyhowever,the State has identifieselect Sponsor

datathatrolls over from the previousyearandgré | | s a new yeard8s applicatic

Toviewa Sponsor application (Original)

1. Onthe blue menu basgelectApplications.

2. From the Applications mensgelectApplication Packet. Thec u r r e nAppligatiomr 6 s

Packet screen displays.

3. SelectView next to theSponsorApplication packet itemThe SponsorApplication for

the designated bool year is displayed.
Note: If there are multiple versions of a Sponsor application within the system

(i.e., revisions exist), the system defaults to the version with the most current
Application Effective Date designated by the State

Toviewa Sponsor application (Revision)

1. On the blue menu baselectApplications.

2. From the Applications mensglectApplication Packet. Themo st current year 6s

Application Packet screen displays.

3. Selectthe revision link undethe Latest Versioncolumn. The SponsorApplication

History for the designated school year is displayed.

Effective Claim Period Version Status Approved Date
Jul 2015 Rev. 1 Approved 06/03/2015
Jul 2015 Original Approved 05/14/2015

Figure 13: Latest Version link on the Application Packet screen (partial screen)
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4. Select the application version you wollile to view.

access security rights or 2) If the user has modify -access security rights BUT
the Application Packet has been submitted to the State and is under State
review and therefore can no longer be modified.

J TIP : The View option appears in two situations: 1) If the user only has view -

To add a Sponsor application (New Sponsor )

1. On the blue menu baselectApplications.

2. From the Applications menuselect Application Packet. The mo s t current year

Application Packet screen displays.

3. SelectAdd next to theSponsorApplication packet itemThe SponsorApplication for the

designated school year is displayed.
4. Enter requirednformation.
5. SelectSave A confirmation screen displays.

6. Select<Edit to return b theSponsorpplication screen.
-OR-

SelectFinish to return to theApplication Packescreen.

application in the previous year and has elected to enroll in the new year, the

prior year 0s application information i s
application as a starting point. The user would select Modify to review and
update this information.

J TIP : The Add option only appears for new Sponsors . If a Sponsor had an

22
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To modify a Sponsor application

On the blie menu barselectApplications.

From the Applications menuselect Application Packet. The mo s t current

Application Packet screen displays.

SelectModify next to theSponsorApplication packet itemThe SponsorApplication for

the designated bool year is displayed.
Modify any desired information.
SelectSave A confirmation screen displays.

Select<Edit to return to theSponsorApplication screen.
-OR-

SelectFinish to return to théApplication Packescreen.

TIP : The Modify option only appears when the  Application Packet has not

been submitted. Once an application has been submitted and approved by
the State , a revised application must be submitted (i.e., the Revise option is
displayed) .

Todeletea Sponsor application

1. On the blue menu baselectApplications.
2. From the Applications menuselect Application Packet. The mo s t current
Application Packet screen displays.
3. SelectModify next to theSponsorApplication packet itemThe SponsorApplication for
the designated school year is displayed.
4. SelectDELETE on the Edit menin the topright corner.
5. The system transfers you to the bottom of the screen and a warning message is displayed.
6. Selectthe Deletebuttonat the bottom of thpage. A confirmation message displays.
WARNING : A Sponsor application can only be deleted if the Sponsor has
' \ not yet submitted any claims for the school year.
/W
Once the application has been deleted, it is permanently removed and
cannot be restored. Use caution befor e deleting an application.
23
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Torevisea Sponsor application

Note: Only state -approved applications can be revised. Once a Sponsor revises any item
within the Application Packet, the Application Packet must be r e-submitted and the state

review and approval process starts again.

1. On the blue menu baselectApplications.

2. From the Applications menuselect Application Packet. The mo s t current year

Application Packet screen displays.

3. SelectRevise next to th&ponsorApplication packet itemThe SponsorApplication for

the designated school year is displayed.
4. Modify any desired information.
5. SelectSave A confirmation screen displays.

6. Select<Edit to return to the&SponsorApplication screen you just modified.
-OR-

SelectFinish to return to theApplication Packescreen.

the Application Packet has been approved by the state.

J TIP : The Revise option only appears when the previously submitted version of

To end a Sponsor's enroliment

1. From the Applications mengglectApplication Packet. If necessary, search for and

select &Sponsor The Application Packet screen displays.

2. Select the link under the Latest Version column. The Apptindtiistory screen is

displayed.

3. SelectCloseSponsor TheEnd Sponsor Agreemestreen is displayed.

Effective Claim Period Version Status Approved Date
Jul 2015 Rev. 1 Approved 06/03/2015
Jul 2015 Original Approved 05/14/2015
Close Sponsor

Figure 14: Application History i Close Sponsor button

4. Enter theClosed/Terminated Date When this Sponsor enters claims, Beys on

Operation fields wildl edit check with this daf
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entered date.
5. Select theClosed/Terminated Code
6. Enter theClosed/Terminated Reason

7. If desired, provide a description as to why the Sponsor is endingraaralin

Closed/TerminatedComment

8. SelectSave The Application History screen is displayed with a message stating that the

Sponsor6s enroll ment has ended.

started an applic ation packet, but has not completed the application or the
application has not been approved and the Sponsor no longer wishes to
participate in the program for this school year

j TIP : Select the Closed/Termination Code of iSel f Ca rifa&pohserdas

To re -open a closed Sponsor

1. From he Applications menigelectApplication Packet. If necessary, search for and

select eéSponsor The Application Packet screen displays.

2. Select the link under the Latest Version column. The Application History screen is

displayed.
3. SelectRe-Open Sponsor The End Sponsor Agreemestreen is displayed.
4. Delete theClosed/Terminated Date
5. Select the blank space from the didgwvn menu for th€losed/Terminated Code
6. Delete theClosed/Terminated Reason
7. Delete theClosed/Terminated Description

8. Once allfields are blankselectSave The Application History screen is displayed.
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Site Application s 0 School Nutrition Program

Sponsorsmust complete a Site Application for each of their spasticipating in the School

Nutrition Program in a specific school yedihe Site Application screen provides access to the

Sitebds annual Scipopl INutrtientProgramsof lwth netv lared renewing sites.
Sponsors mustomplete newsite applicatiors annually however the Statehas identifiedselect

site data that rolls over from the previous yearandprel | s a new year 8s

To access the Sponsor 6 site list

1. On the blue menu baselectApplications.

2. From the Applications menuselect Application Packet The mog

Application Packet screen displays.

applicat

current year 0

3. UnderSite Applicatiors, selecSchool Nutrition Program. The Application Packet

SNPSite Listscreen displays.

Version/

Action Site ID / Site Name NSLP SBP ASCP SMP FFVP Status

Totals 3 3 2 1] 0

o | Revic 00017111 Original /
View | Revise | ¢/ Hughes Center High School * X % Approved
- ; 00021857 Original /
View | Revise & John P Parker Elementary School B X % Approved
o | Revic 00024927 Original /
View | Revise ¢ X X Approved

Ethel M Taylor Academy

Add Site Application
Total Sites Enrolled: 3

Figure 15: Application Packet i SNP Site List screen

Tovi ewa$S ite Application

1. On the blue menu baselectApplications.

2. From the Applications mengglectApplication Packet. Thec u r r e n Appligatomr 6 s

Packet screen displays.

3. Under Site Applications, selecschool Nutrition Program. The Application Packet

SNPSite Listscreen displays

4. SelectView next tothe sitewhose application you would like to viewhes i t e 6 s

Application s displayed.
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To modify a Site Application

1. On the blue menu baselectApplications.

2. From the Applications mengglectApplication Packet. Thec u r r e nAppligatiomr 6 s

Packet screen displays.

3. Under Site Applications, selecdchool Nutrition Program. The Application Packet
SNPSite Listscreen displays

4. SelectModify next tothe sitewhose application you would like toviewhes i t e 6s Si t e

Application s displayed.
5. Modify any desired information.
6. SelectSave A confirmation screen displays.

7. Select<Edit to return to theSite Application screen.
-OR-

SelectFinish to return to the SNBite Listscreen.

8. RepeatSteps4 through? for each site that will participate in the program.

To deletea Site Application

1. On the blue menu baselectApplications.

2. From the Applications mensglectApplication Packet. Thec u r r e n Appligadoamr 6 s

Packet screen displays.

3. Under Site Applications, selecgchool Nutrition Program. The Application Packet
SNPSite Listscreen displays

4. SelectModify next tothe sitewhose application you would like to delefEhes i t e s Si t e

Application is displayed.
5. SelectDELETE on the Edit menin the topright corner.
6. The system transfers you to the bottom of the screen and a warning message is displayed.

7. Selectthe Deletebuttonat the bottom of the pagé confirmation message displays.
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WARNING : Only a site application that has not been approved can be deleted. On  ce
' \ the application has been deleted, it is permanently removed and cannot be restored.
L, Use caution b efore deleting an application.

Torevisea Site Application

Note: Only state -approved applications can be revised. Once a Sponsor revises any item
within the Application Packet, the Application Packet must be re -submitted and the state
review and approval process starts again

1. On the blue menu baselectApplications.

2. From the Applications mengglectApplication Packet. Thec u r r e nAppligatiomr 6 s

Packet screen displays.

3. Under Site Applications, dect School Nutrition Program. The Application Packet
SNPSite Listscreen displays

4. SelectRevise next tdhesitewhose application you would like to deleféhes i t e s Si t e

Application s displayed.
5. Modify any desired information.
6. SelectSave A confirmation screen displays.

7. Select<Edit to return to the Site Application screen.
-OR-

SelectFinish to return to the SNP Sitdast screen.

S TIP : The Revise option only appears when the previously  submitted
7 Application Packet has been approved by the state.
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Site Applications 0 Seamless Summer Option (SSO)

Note: Seamless Summer Option (SSO) application process will be implemented in
CRRS .NET commencing Spring of 201 6.

Sponsoranust complete a Site Application for dasite participating in the Seamless Summer

option program is a specific schoolyedarh e Si t e Application screen prov
annual application for the Seamless Summer Options for both new and renewingitsigemust

complete a new gghication annually; howevethe Statehas identified select site data that rolls

over from the previousyearandgré | | s a new yeards application.

To access the Sponsor 0 site list

1. On the blue menu baselectApplications.

2. From the Applications enu, select Application Packet. The mo s t current year

Application Packet screen displays.

3. UnderSite Applications, sele@eamless Summer Option The Application Packet

Seamless Summer Option Site L$steen displays.

AM PM Version/
Action Site ID / Site Name BRK SNK LUN SMK SPR Status
Totals 0 1] 1 oo
View | Modify 0004 Rev. 2/
=-» X Submitted

Admin Columnbiza Seventh Day Adventist School
Add Site Application
Total Sites Enrolled: 1

Figure 16: Application Packet i Seamless Summer Option Site List screen

Toviewa n SSO Site Application

1. On the blue menu baselectApplications.

2. From the Applications mengglectApplication Packet. Thecurrent  y é\pplicétisn

Packet screen displays.

3. Under Site Applications, selecteamless Summer Option The Application Packet

Seamless Summer Option Site Lgsteen displays

4. SelectView next tothe sitewhose application you would like to viewhesite 6S§O

Site Application $ displayed.
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To modify an SSO Site Application

1. On the blue menu baselectApplications.

2. From the Applications mengglectApplication Packet. Thec u r r e nAppligatiomr 6 s

Packetscreen displays.

3. Under Site Applications, seleckeamless Summer Option The Application Packet

Seamless Summer Option Site Lgsteen displays

4. SelectModify next tothe sitewhose application you would like to viewhes i tS8® s

Site Application $ displayed.
5. Modify any desired information.
6. SelectSave A confirmation screen displays.

7. SelectEdit to return to the&sSOSite Application screen.
-OR-

SelectFinish to return to the&Seamless Summer Option Site L3steen.

8. RepeatSteps4 through7 for each site that will participate in the program.

Todeletea n SSO site application

1. On the blue menu baselectApplications.

2. From the Applications mengglectApplication Packet. Thec u r r e n Appligatiomr 6 s

Packet screen displays.

3. Under Site Applications, selecteamless Summer Option The Application Packet

Seamless Summer Option Site Lgsteen displays

4. SelectModify next tothesitewhose application you would like to deleféhes i tS8@ s
Site Application & displayed.

5. SelectDELETE on the Edit menin the topright corner.
6. The system transfers you to the bottom of the screen and a warning message is displayed.

7. Selectthe Deletebuttonat the bottom of the pagé confirmation message dikys.

WARNI NG: Only a site application that has not been approved can be deleted. On ce
the application has been deleted, it is permanently removed and cannot be restored.

. _® '\ Use caution before deleting an application.
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Torevisea n SSO Site Application

Note: Only state -approved applications can be revised. Once a Sponsor revises any item
within the Application Packet, the Application Packet must be re -submitted and the state
review and approval process starts again.

1. On the blue menu basgelectApplications.

2. From the Applications mengglectApplication Packet. Thec ur r e nAppligatomr 0 s

Packet screen displays.

3. Under Site Applications, selecBeamless Summer Option The Application Packet

Seamless Summer Opti&ite Listscreen displays

4. SelectRevise next tdhe sitewhose application you would like to delefehes i tS8@ s

Site Application $ displayed.
5. Modify any desired information.
6. SelectSave A confirmation screen displays.

7. Select<Edit to return tathe SSOSite Application screen.
-OR-

SelectFinish to return to theSeamless Summer Option Site Lssteen.

A3 TIP : The Revise option only appears when the previously submitted
Application Packet has been approved by the S tate.
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Closing a Site

A site may be closed within the system, whereby applications cannot be submitted for the site.

Toclosea Site

1. On the blue menu baselectApplications.

2. From the Applications menwsglectApplication Packet. Thec u r r e nAppligatiomr 6 s

Packet screen displays.

3. Under Site Applications, selecdchool Nutrition Program. The Application Packet
SNPSite Listscreen displays

4. Select the link under the Lategersion column. The Site Application History screen is

displayed.
5. SelectCloseSite. The End Site Agreemenscreen is displayed.

6. Enter theClosed/Terminated Date If the Sponsolis entering site level claims, the Days
of Operation fields for thissitee)i | | edit check with this date to

claimed after the entered date.
7. Select theClosed/Terminated Code
8. Enter theClosed/Terminated Reason

9. If desired, provide a description as to why the site is being closed in the

Closed/Terminated Comment.

10. SelectSave The Site Application History screen is displayed with a message stating that
the sitebs enroll ment is closed.

The Site's enrollment was closed/terminated as of: 06/08/2015.

Effective
Action Claim Period Version Status Approved Date

View Jul 2015 Original Approved 05/14/2015

Figure 17: Example of Confirmation of a Closed Site

To re -open a closed Site

1. On the blue menuas, selectApplications.
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8.

9.

From the Applications mensglectApplication Packet. Thec u r r e nAppligatiomr 6 s

Packet screen displays.

Under Site Applications, selecschool Nutrition Program. The Application Packet
SNPSite Listscreen displays

Sekct the link under the Latest Version column. The Site Application History screen is

displayed.

SelectRe-Open Site. The End Site Agreementscreen is displayed.

Delete theClosed/Terminated Date

Select the blank space from the dgvn menu for th€losed/Terminated Code
Delete theClosed/Terminated Reason

Delete theClosed/Terminated Description

10. Once all fields are blankglectSave The Site Application History screen is displayed.
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Food Service Management Company (FSMC) Contract List

If the Sponsos School Nutrition Programis managed by a Food Service Management Company
(FSMC), theninformation regarding the FSM€ontractis required as a part of thé\pplication
Packet The FSMCApplication Packeitem is initiated when th&ponsothas specified that they
will be using a FSMC on theBponsompplication. If theSponsothas not specified that they will
be using a FSMC for the respective year, the FSMC Contract List will not appetireon

Application Packet screen.

To access the Food Service Management Company Contract List

1. On the blue menu baselectApplications. The Applications menu screen displays.
2. Onthe menuselectApplication Packet. The Application Packet screen displays.

3. SelectDetails next toFSMC Contract List. The Food Service Management Company

Contracts screen displays.

Action Company Name Initial Year Final Year Status

2w | Modify | Adrmun ABL Management, Ing. 2010-2011 2014-2015 Approved

Figure 18: Food Service Management Company Contracts list screen

To add a Food Service Management Company contract

1. On the blue menu baselectApplications. The Applications menu screen displays.
2.  On the menuselectApplication Packet. The Application Packet screen displays.

3. SelectDetails next toFSMC Contract List. The Food Service Management Company

Contracts list s@en displays.

4. Select theCreate New Contractbutton. The Food Service Management Company

Contract for the specified year is displayed.

5. Select the compamgnd initial year The Company Contact Information is automatically

populated.

6. Enter additional contct information.
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Note: CRRS will automatically calculate the begin date and end date of each
renewal year based on the initial contract year  and the number of optional renewal
years entered.

7. SelectSave A confirmation screen displays.

8. SelectEdit to retun to the Food Service Management Comp@owptract screen
-OR-
SelectFinish to return to thé-ood Service Management Company Contracts list screen

To modify a Food Service Management Company contract

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. On the menuselectApplication Packet. The Application Packet screen displays.

3. SelectDetails next toFSMC Contract List. The Food Service Management Company
Contracts list screen displays.

4. SelectModify next to the companyou want to modify.

5. Modify any desired information.

6. SelectSave A confirmation screen displays.

7. Select<Edit to return to the Food Service Management Comizamtract screen

oW

-OR-

SelectFinish to return to thé-ood Service Management Company Contristscreen

WARNING : Contract information can be modified only until the State has
approved the FSMC contract. Once the FSMC contract has been approved

~ ) the user would only use the Modify option to early termina te or cancel the

FSMC contract.
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To delete aFood S ervice Management Company contract

1. On the blue menu baselectApplications. The Applications menu screen displays.
2. Onthe menuselectApplication Packet. The Application Packet screen displays.
3. SelectDetails next toFSMC Contract List. The Food Serge Management Company
Contracts list screen displays.
4. SelectModify next to the company yowould like to delete.TheFood Service
Management Comparyontract screersidisplayed.
5. SelectDELETE on the Edit menin the topright corner.
6. The system trarfisrs you to the bottom of the screen and a warning message is displayed.
7. Selectthe Deletebuttonat the bottom of the pageé confirmation message displays.
WARNING : Only a contract whereby the Application Packet has not been
l \ approved can be deleted. On ce the contract has been deleted, it is
o, permanently removed and cannot be restored. Use caution before deleting
a contract .
To early terminate an active Food Service Management

Company contract

TIP : Within the system, Food Service Management Company contracts
automatically renew based on the number of optional renewal  years specified
on the Food Service Management Company Contract screen. To end a
contract mid -year, use the Early Termination section of the form.

On the blue menu baselectApplications. The Applications menu screen displays.
On the menuselectApplication Packet. The Application Packet screen displays.

SelectDetails next toFSMC Contract List. The Food Service Management Company

Contracts list screen displays.
SelectModify next to thecompany you want to modify.

Under the Early Termination Information sectidgaentify that you are terminating the

contract early andnter the date and reason for early termination.
SelectSave A confirmation screen displays.

Select<Edit to return to tke Food Service Management Comp&untract screen
-OR-
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SelectFinish to return to thé-ood Service Management Company Contracts list screen

Early Termination Information

To terminate this Food Service Management Company contract mid-school year, please complete the following
questions.

8. Early Termination? © ves

fes & o

9.  Early Termination Date:

10. Early Termination Comments:

]

Figure 19: Food Service Management Company Contracts screen (partial) - Termination
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Community Eligibility Provision  Schedule

If the Sponsor is interested in participating in the Community Eligibifityvision(CEP) offered
by the USDA, the Community Eligibilit{?rovisionSchedule mudte completed.

1 This Application Packeitem is automatically added to the Application Packet screen
when the Sponsor fmWislWweranyi Yefs oy dwr tdhiet es be
Community Eligibility Provision (CEP for the National School LunciPr ogr am? o

question under the Eligibility Information section of the Sponsor Application.

1 The Community Eligibility Provision Schedule will ONLY display sitediose Site
Application had identifiedi N ePnicingC E P 0 i ningtinfoemati®m section

To ac cessthe Community Eligibility Provision  Schedule

1. On the blue menu bar, seldgbplications. The Applications menu screen displays.
2. Onthe menu, seleétpplication Packet. The Application Packet screen displays.

3. Select Details next t6ommunity Eligibili ty Provision (CEP) Schedule The
Community Eligibility Provision (CER Schedule screen displays.

Note: The default display is to show the Grouping detail for all groups associated

with the Sponsor (i.e., Show Detail column checked). To add additional gro  ups,
select the number of desired groups in the Group Count drop down.
Summary Total Sites: 1
Nbr of
Group Show | Number of | First Year Identified Reimburse Reimburse
Name Detail Sites| Year| Used Students | Enrollment | ISP % Free % Paid
Unassigned [+ o o] 0
Individual ] 1 51 113
Group 1 [ 0 0 0| 0.00 0.0 100.0
Group Count: [1 W

Instructions

The Community Eligibility Provision (CEP) for the National School Lunch Program (NSLP) provides an alternative to
household applications for free and reduced price meals. Eligible Sites, or group of Sites, must meet the minimum
Identified Student Percentage (ISP) of 40%. CEP can be elected for an individual Site, group of Sites (e.g., Group 1),
or across the district. The information in the following table identifies all Site applications that have selected CEP, and
the respective Site’s identified student data.

For each site, identify whether the site will qualify based on its individual numbers ("Individual") or as a
group ("Group #").

Grouping
Nbr of
First Year | Identified Reimburse | Reimburse
Site ID | Site Name Group Year Used | Students | Enrollment Isp % Free % Paid

00000126 | POllY Fox Individual v 2015 2014 51 113| 45.13 72.2 27.8
Academy

Figure 20: Community Eligibility Provision (CEP) Schedule screen
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To definea CEP Schedule

1. On the blue menu bar, seldgbplications. The Applications menucseen displays.
2. Onthe menu, seleétpplication Packet. The Application Packet screen displays.

3. Select Add next to Community Eligibility Provision Schedule The Community
Eligibility Provision (CE Schedule screeatisplays.

Note: The CEP Schedule scree n lists all sites that had identified in the Pricing

Information section of their Site Application  (i.e., Non -Pricing i CEP) that they will

be participating in the Community Eligibility Provision (CEP ) program.

The Students data displayed on this screen is retrieved from the Community

Eligibility Provisio n screen (i.e., April data) for the optimal program year (i.e., the

April data that yields the highest Identified Students Percentage).

9 Participation Year 1 : The student data displpdpepriorthe site
year April data  (Year Prior to First Year).

1  Participation Year 2: The student data displayed is either: a) the
siteds/ groupds Year Prior to First;whehaver (YPFY) or b
yields the higher Identified Student Percentage (ISP)

1 Participation Year 3: The student data displayed is either: a) the
siteds/ groupds Year Prior to First;whehaver (YPFY) or b
yields the higher Identified Student Percentage (ISP).

1  Participation Year 4: The student data displayed i s either: a) the
siteds/ groupds Year Prior to First;whehaver (YPFY) or b
yields the higher Identified Student Percentage (ISP) .

4. For each site, under the Group column, select whether the site will qualify based on its
ownsitedathy selledit vinggu&l 6 or i f the site wild.l gua

other sites by selecting the group number.

Note: If the Sponsor is qualifying as district -wide, all sites must be assigned to
AGroup 1lo0.

5. Once all sites have been eitheridentifted Al ndi vi dual 6 or assigned t
Save

Note: CRRS will issue an error if any group does not meet the minimum 40.00%
Identified Student ~ Percentage (ISP) .
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To add a site to an existing C ommunity Eligibility Provision
Schedule

1. On the blue menhbar, selecApplications. The Applications menu screen displays.
2. Onthe menu, seleétpplication Packet. The Application Packet screen displays.

3. SelectModify next to Community Eligibility Provision Schedule The Community
Eligibility Provision (CER Schedule screen displays.

4. The new site wild.l be identified as AUnassigne
group to which the site should be associated s el ect Al ndi vi dual 6 i f t|

based on its own student data
5. SelectSave A confirmatian screen displays.

6. Select<Edit to return to th&Community Eligibility Provision (CER Schedulescreen.
-OR-

SelectFinish to return to theApplication Packescreen.

, WARNING : All sites identified on their site app lication as participating in
l-\ CEP must be assignedto a group or identified as #fl
/! \
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To deletea  Community Eligibility Provision  Schedule

1. On the blue menu bar, seldgbplications. The Applications menu screen displays.
2. Onthe menu, seleétpplication Packet. The Application Packet screen dispay

3. SelectModify next to Community Eligibility Provision Schedule The Community
Eligibility Provision (CEIp Schedule screen displays.

4. SelectDELETE on the Edit menu in the tegight corner.
5. The system transfers you to the bottom of the screen anchingganessage is displayed.

6. Select theDeletebuttonat the bottom of the page. A confirmation message displays.

WARNING : Sponsors are not provided the ability to delete a Community
\ Eligibility Provision Schedule. This is managed by authorized ODE staff via
L _® , the CRRS Security module.

To export the Community Eligibility Schedule

1. On the blue menu bar, selégbplications. The Applications menu screen displays.
2.  Onthe menu, seleétpplication Packet. The Application Packet screen displays.

3. SelectView next to Community Eligibility Provision Schedule The mmunity

Eligibility Provision (CER Schedule screen displays.

4. Select theexport button. A spreadsheet opens in Microsoft Excel that lists information
displayed in the Grouping section of tBemmunity Higibili ty Provision (CEF

Schedule screen.

N TIP: State users can export all schedules for all CEP Sponsors by selecting the
s Export All  button. This button is only available to State users.
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Meal Pattern Compliance Dashboard

Sponsorgequesting performandeased reimbursement for the first time are required to submit an
annual attestation. The State will review the attestation in conjunction with required sample
menus. In addition, he State is responsibfor approving qualifying new and renewal Sponsors
for the additional performandeased funds for the months certifiedthe upcoming school year

Both of these activities arperformed as part of the Application Packet process via the Meal

Pattern Corpliance Dashboard.

To access the Meal Pattern Compliance Dashboard

1. On the blue menu bar, seldgbplications. The Applications menu screen displays.
2. Onthe menu, seleétpplication Packet. The Application Packet screen displays.

3. SelectDetails next toM eal Pattern Compliance DashboardThe Meal Pattern

Compliance Dashboard screen displays.

To add an Annual Attestation

1. On the blue menu bar, selégbplications. The Applications menu screen displays.
2. Onthe menu, seleétpplication Packet. The Applicaton Packet screen displays.

3. Select Details next to Meal Pattern Compliance Dashboard The Meal Pattern

Compliance Dashboard screen displays.

4. Select theModify link in the Annual Attestation section of the Meal Pattern Compliance

Dashboard. The Annual #tstation screen displaysnter the contact information.

5. Inthe Document section, select thedd link to upload the respective file document. The

File Upload screen displays providing the ability to Browse and Upload a document.

File Upload
1. File: I Browse. ..
2. Comment: LI

Cancel

Figure 21: File Upload screen
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6. SelectUpload to upload the document and return to the Attestation screen.
7. Enter comments, if necessary.
8. SelectSave A confirmation screen displays.

9. Select <Edit to return to the Menu screen.
-OR-

SelectFinish to return b the Meal Pattern Compliance Dashboard screen.

j TIP: Annual Attestations  are required only for New Sponsors

To modify an Annual Attestation

1. On the blue menu bar, selégbplications. The Applications menu screen displays.
2.  Onthe menu, seleétpplication Packet The Application Packet screen displays.

3. Select Details next to Meal Pattern Compliance Dashboard The Meal Pattern

Compliance Dashboard screen displays.

4. Select theModify link next to the Annual Attestation to modify. The Annual Attestation

screen displays.
5. Modify any desired information.
6. SelectSave A confirmation screen displays.

7. Select <Edit to return to the Menu screen.
_OR_

SelectFinish to return to the Meal Pattern Compliance Dashboard screen.

To view an Annual Attestation

1. On the bue menu bar, seleépplications. The Applications menu screen displays.
2. Onthe menu, seleétpplication Packet. The Application Packet screen displays.

3. Select Details next to Meal Pattern Compliance Dashboard The Meal Pattern

Compliance Dashboard seredisplays.

4. Select theView link next to the Annual Attestation to view. The Annual Attestation

screen
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Checklist

A checklist is automatically generated based upon answers to specific questions fRpuortker
and site applicationsThe checklist identifiesupplemental documents that need to be submitted
to the state The Checklist feature allowSponsordo keep track of documents and their dates of
submission. State users use this featur&eatify when documents have beercewed and to

denote the status of the documents.

To accessa Checklist

1. On the blue menu baselectApplications. The Applications menu screen displays.
2. Onthe menusdect Application Packet. The Application Packet screen displays.

3. SelectChecklist Summary. The Checklist Summary screen displays.

Sponsor Total Items Submitted Items  Approved Items
Sample Sponsor 2 2 (1]
School Nutrition Programs Sites Total Items Submitted Items  Approved Items
Sample Site 1 4] [} (4]
Sample Site 2 0 1] [+]

Figure 22: Checklist Summary screen

Toviewa Checklist

1. On the blue menu baselectApplications. The Applications menu screen displays.
2. On the mau, selectApplication Packet. The Application Packet screen displays.
3. SelectChecklist Summary. The Checklist Summary screen displays.

4. Select theSponsoror Sitewhose checklist you wish to viewlhe Checklist screen
displays.

Note : Checklist items are generated based on  ODE business rules associated with
the respective Sponsor or Site Application.
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Document

Date

Document

Required Submitted Submitted on File

Forms/Documents to State to State w/State Status Last
to send to State Agency Agency Agency Agency Status Date Updated By
Permanent Agresment |:| Pending

Signature Page lﬂ O Approval 04/28/2015  Choble
SFA Arrangement Package lﬂ [l |:| gi:?::r\':'lal 04/28/2015 CNoble
Letter to Household 1] 0 ] :‘;’;ﬂ;"‘r‘il 04/28/2015  CNoble
Free and Reduced Price Schaool l:l Pending

Meal Application lﬂ | Approval 0828/20 -G obie
Food Safety Licensing / _

Department of Agriculture lﬂ O I:I :en‘:;nr\‘rgal 04/28/2015  CMoble
Certificate PP

Exception Letter 1] O ] :i;‘:glgal 04/28/2015  CNoble

To update a Checklist

Figure 23: Checklist screen

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. On the menuselectApplication Packet. The Application Packet screen displays.

3. SelectChecklist Summary. The Checklist Summary screen displays.

4. Select theSponsoior Site whose checklist you wish to updaléhe Checkist screen

displays.

5. Identify whether the document has been submitted and the submission date. The

Date Submitted t®DE field automatically defaults to the system date. This can be

changedyy the user A checklist is not considered complete untildecklist items

are identified as having been submittedioE.

6. Select Save. The Checklist Summary screen displays.

Note : If the name of the Checklist item is a blue hyperlink, clicking on the name
will open up a form or sample of the Checklist item, as

provided by the State.

ScHooOL NUTRITION
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To upload an attachmentto a C hecklist item

Note : If the checklist item has a turquoise paper clip icon next to it, you can upload an
attachment. Files in the following formats can be uploaded: .doc, Xls, .pdf, and .jpg.
Maximum allowed file size is 15MB.

1. Select the paper clip. The Checklist File Upload Details screen displays

2. Use theBrowsebutton to select the file to uploadf. desired, ater a brief comment

(field is not required)

3. SelectSave

Checklist
Program: School Nutrition Programs
Checklist Ttem: Meal Counting and Claims Procedures
Upload Detail
1.  File To Upload: I Browse.._ |
2. Comment: ;I

Figure 24: Checklist File Upload Detail screen
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Notes

The Application Packet Notes screen allo8gonsors the ability to view notes from the State

regarding the Application Packet.

To access application notes

1. On the blue menu baselectApplications. The Applications menu screen displays.
2. Onthe menuselectApplication Packet. The Application Packet screen displays.

3. SelectApplication Packet Notesfor Sponsors The Application Packet Notescreen

displays.

To view an application note

1. On the blue menu baselectApplications. The Applications menu screen displays.
2. Onthe menuselectApplication Packet. The Application Packet screen displays.

3. SelectDetails next tAApplication Packet Notes The Application Packet Notescreen

displays.
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Fresh Fruit and Vegetable Program Application

A Fresh Fruit and Vegetable Program Application must be completed forSgaetsorthat will
participate in the Freshruit and Vegetable Program. The Fresh Fruit and Vegetable Program
Application is accessed from the Applicatsdvienu screensinceit mustbe submitted outside of

the SNP Application Packetycle

Note: Only Sponsors that have been identified by a Sta te user in CRRS as invited to
participate in the Fresh Fruit and Vegetable Program will be able to complete a Fresh Fruit
and Vegetable Program Application.

To accessand viewa Fresh Fruit and Vegetable Program
application

1. On the blue menu baselectApplications.

2. From the Applications mensglectFFVP Application Packet. The FFVP Application
Packet screen displays.

3. SelectDetail next to thedesired school yeaihe Fresh Fruit and Vegetable Program
ApplicationPackeffor the designated school year is displayed.

4. SelectAdd next to the FFVP Sponsor Application

Action Form Name Status

|Ad-:| Fresh Fruit And Vegetable Sponsor Application Not Started |

Figure 25: Fresh Fruit and Vegetable Program Application i Add option

5. EntertheSponsod s Cont act khedk eachiothe invited sitesshatdill
participatein the Fresh Fruit and Vegetable Program

Note: Only the sites that the State has i dent i fiineitdd basoni t he Fresh
and Vegetable Program: Site Invited screen (located under the Fresh Fruit and

Vegetable S ummary menu item) will display on the screen; this may be a subset of

all the sites associated with the Sponsor .

6. SelectSave A confirmation screen displays.

7. Select<Edit to return to thd-resh Fruit and Vegetable Progr&monsorApplication
screen.
-OR-
SelectFinish to return to thd=FVP Application Packescreen.
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To modify a Fresh Fruit and Vegetable Program application

1. On the blue menu baselectApplications.

2. From the Applications menselectFFVP Application Packet The FFVP Application
Packet screen displays.

Select Detail next to the desired school year.

4. SelectModify next to theFresh Fruit and Vegetable Program Applicatpatket item
The Fresh Fruit and Vegetable Program Applicatfon the deignated school year is
displayed.

5. Update desired information.
SelectSave A confirmation screen displays.

7. SelectEdit to return to thd-resh Fruit and Vegetable Program Applicatoneen.
-OR-
SelectFinish to return to thé=FVP Application Packesaeen.

Note: The application is automatically submitted when all required fields have been

completed without  errors and the user selects the Save button . If you do not

correct the errors, the form status is AErroro.
To deletea  Fresh Fruit and Vegetable Program application

1. On the blue menu baselectApplications.

2. From the Applications menelectFFVP Application Packet. The FFVP Application
Packet screen displays.

Select Detail next to the desired schypeér.

4. SelectModify next to theFresh Fruit and Vegetable Program Applicatimacket item
The Fresh Fruit and Vegetable Program Applicatfon the designated school year is
displayed.

SelectDELETE on the Edit menin the topright corner.
The systemrainsfers you to the bottom of the screen and a warning message is displayed.

Selectthe Deletebuttonat the bottom of the pagé confirmation message displays.

© N o u

SelectFinish.

WARNING : Once the application has been deleted, it is permanently
1 removed and cannot be restored. Use caution before deleting an
=T application.

oW
=
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Verification Report

Sponsorsuse theVerification Report function to complete and submit the mandatory annual
verification reportto the StateThe verification reportontains information about sites collecting

applications, site enroliment, eligibility information, and verificatiesults

To access a Verification Report

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. Onthe menuselectVerification Report. The Verification Repogtlist screen displays.

To complete or modify a Verification Report

1. On the blue menu baselectApplications. The Applications menu screen dispda
2. Onthe menuselectVerification Report. The Verification Repogtlist screen displays.

3. Select Modify next to the year that you would like to enter data into the Verification
Report. The Verification Report screen for the designated year seledispliéged.

4. Enter information into the screen fields provided.
SelectSave A confirmation screen displays.

6. Select<Edit to return to the Verification Report screen.
-OR-
SelectFinish to return to the Verification Reports list screen.

Note: The Verifica tion Re port is automatically submitted when all required fields

have been completed without errors and the user selects the Save button . If you
do not correct the errors, the form status is AErroro

To delete aV erification Report

1. On the blue menu baselectApplications. The Applications menu screen displays.
2. On the menuselectVerification Report. The Verification Reposilist screen displays.

3. Select Modify next to the year that you would like to deletexasting Verification
Report. The Verification Report screen for the designated year selected is displayed.

4. SelectDELETE on the Edit menin the topright corner.
5. The system transfers you to the bottom of the screen and a warning message is displayed.
6. Selectthe Deletebuttonat the bottom of the pagé confirmation message displays.
7. SelectFinish.
WARNING : Only Verification Reports that have not been submitted can be deleted.

l Selecting the DELETE button permanently deletes the Verification Report from the

L0 system. | twill not be recoverable once deleted.
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Food Safety Inspections

The Food Safety Inspections screen allo8onsorsto enter annual food safety inspection
information for each of their sites. Food Safety Inspeateports are submitted for the prior year.
Hence, during the 2®12016 year,Sponsorsare submitting Food Safety Inspection reports for the
2014-2015 year.

Note : Only enrolled sites are listed. If the site has an application on file for the designated
year, it will be listed and the street address on that application will be displayed.

Note : An Application Packet for the new school year (e.g., 2015 -16) cannot be submitted
until the Food Safety Inspection report is submitted for the prior year (e.g., 2 014 -15) in
CRRS.

To accessa Food Safety Inspections report

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. Onthe menuselectFood Safety InspectionsTheFood Safety Inspections listreen
displays.

To complete o r modify a Food Safety Inspections report

1. On the blue menu baselectApplications. The Applications menu screen displays.
2. On the menuselectFood Safety InspectionsTheFood Safety Inspections fiscreen
displays.

3. Select Modify next to the year that you would like to enter data into the Food Safety
Inspections screen. The Food Safety Inspections screen for the designated year selected
is displayed.

4. Enter information into the screen fields proadd
SelectSave A confirmation screen displays.

6. Select<Edit to return to the Food Safety Inspections screen.
-OR-
Selectrinish to return to the Food Safety Inspections list screen.

Note: The Food Safety Inspections Re port is automatically submitted wh en all
required fields have  been completed without errors and the user selects the Save
button . I f you do not correct the errors, the form
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To deletea  Food Safety Inspections report

1. On the lue menu barselectApplications. The Applications menu screen displays.
2. On the menuselectFood Safety InspectionsThe Food Safety Inspections listreen
displays.

3. Select Modify next to the year that you would like to enter data into the Food Safety
Inspections screen. The Food Safety Inspections screen for the designated year selected
is displayed.

4. SelectDELETE on the Edit menin the topright corner.
5. The system transfers you to the bottom of the screen and a warning message is displayed.
6. SelettheDeletebuttonat the bottom of the pagé confirmation message displays.
7. SelectFinish.
WARNING : Only Food Safety Inspections reports that have not been submitted can
I \ be deleted. Select ing the DELETE button permanently deletes the Food Safety
e Inspections re ports from the system. | twill not be recoverable once deleted.
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Building

Enrollment

TheBuilding Enroliment screen allowSponsorso enter theiBuilding Enrolimentand eligibility

data for each of their siteS.he site must have an active approved application within the system.

Once sitdevel Octoberclaim data has been entered i@@RS the system will automatically pre

populate thdields on theBuilding Enrollment screen with the respective October claita d

To access

Building

Enrollment

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. Onthe menuselectBuilding Enroliment. The Building Enrollmentlist screen displays.

3. SelectDetail for the respective school yearvigw sitelevel data.

Action School Year Reporting Month Buildings Entered
Detail 2015 - 2016 October 2015 0
Detail 2013 - 2014 October 2013 53
Detail 2012 - 2013 October 2012 53
Figure 26: Building Enroliment Site List screen
Note: Building enrollment site  -level data for a Sponsor can be exported to MS Excel by

selecting the  Export

To complete or modify

Building

Enrollment

button on the Building Enrollment Site List screen.

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. On the menuselectBuilding Enrollment. The Building Enrolimentlist screen displays.

3. Select Modify next to the year that you would like to enter data int8iteeEnrollment

N o o &

screen. Th&ite EnrollmenSite Listscreen for the designategporting months

displayed.

Sel ect a

speci fi c Bsildihg&nrolimentis@eerr iedspayet.t | v e

Enter Enroliment and Eligibility data based on the last operating day of October.

SelectSave A confirmation screen displays.

Select<Edit to return to theSite Enrollmenscreen.

-OR-

SelectFinish to return to theSite Ehrollmentlist screen.

Note: The form
completed without

is automatically submitted when all required fields have
errors and the user selects the

Save button .

been

If you do not

AErroro.

correct the errors, the form status i s
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To delete  Building Enrollme nt

1. On the blue menu baselectApplications. The Applications menu screen displays.
2. Onthe menuselectBuilding Enroliment. The Building Enrollmentlist screen displays.

3. Select Modify next to the year that yawuld like to enter data into tHgite Enrollment
screen. Thauilding Enrollmentscreen for the designated year selected is displayed.

SelectDELETE on the Edit menin the topright corner.
The system transfers you to the bottom of the screen atmdring message is displayed.
Selectthe Deletebuttonat the bottom of the pagé confirmation message displays.

SelectFinish.

N o o &

WARNING : Only Building Enrollment forms that have not been submitted can be
1 deleted. Select ing the DELETE button permanently deletes th e Building Enrollment
=T form fromthe system. | twill not be recoverable once deleted.

omm
| =
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Community Eligibility Provision

The Community Eligibility Provision screen allows Sponsors to enter their April Directly

Certified (DC) Identified Students and Site Enrollment data for each of their sites. This data is

usedt o report to USDA each Apriiln (deteer,mimAmrgi la dsa
potential eligibility in participating in th&JSDA Provision 4 CERprogram Sites which have a

40% or greater percentage of DC are eligible for this option. Sites whose percentage is between

60.00%- 39.99% are potentially eligible.

Note: Data entered on this screen is used to determine eligibility and the appropriate
Identifi ed Student Percentage (ISP) in the following school year (e.g., April 201 5 data is
used on the CEP Schedule forthe 201 5-2016 school year).

To access CEP Site Eligibility

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. On the menuselectCommunity Eligibility Provision. The Community Eligibility
Provision (CEP SiteList screen displays.

To complete or modify CEP Site Eligibility

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. On the menuselectCommunity Eligibility Provision. The Community Eligibility
Provision (CEP SiteList screen displays

3. Select Detail next to the year that you would like to enter data into the Siténkambl
screen. The Community Eligibilirovision (CER- Site Eligibility screen for the
designated reporting month is displayed.

4. Enter number of Directly Certified students ahd total studerEnrollment for each site.
SelectSave A confirmation scren displays.

6. Select<Edit to return to the Site Enrollment screen.
-OR-
SelectFinish to return to the Site Enroliment list screen.

Note: The form is automatically submitted when all required fields have been

completed without errors and the user select s the Save button . If you do not

correct the errors, the form status is AErroro.
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General Information

Reporting Date: April 01, 2016

Due Date: May 18, 2015
Instructions

The Community Eligibility Provision (CEP) for the National School Lunch Program (NSLP) provides an alternative to
household applications for free and reduced price meals for economically disadvantaged students in local educational
agencies (LEAs) and schools. Sites that elect this option agree to serve all students free lunches and breakfasts for
four (4) successive school years and claim the meals based on a percentage of Identified Students multiplied by a
USDA-defined multiplier factor.

Sites which have an Identified Student Percentage (ISP) of 40% or greater are eligible for this option.
Sites which have an Identified Student Percentage (ISP) between 30.00% - 39.99% are potentially eligible.

Enter each Site's Number of Identified Students and Enrollment as of the Reporting Date.

Nbr of
) . Identified Potentially
Site ID | Site Name Students Enrollment isp Eligible? Eligible?

00024927 | Ethel M Taylor Academy \ of| | of 0.00 %
00017111 | Hughes Center High School \ of| | of 0.00 %
John P Parker Elementary o 0 0.00 %

00021857 school ‘ | | ‘
Sponsor Totals 0 0 0.00 %

Total Sites: 3

| Export ‘ | Export All

Figure 27: Community Eligibility Provision (CEP) - Site Eligibility screen

To delete Community Eligibility Provision

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. On the menuselectCommunity Eligibility Provision. The Community Eligibility
Provision (CEP SiteList screen displays

3. Select Detail next to the year thaou would like to enter data into the Site Enrollment
screen. The Community Eligibilirovision (CER- Site Eligibility screen for the
designated reporting month is displayed.

4. SelectDELETE on the Edit menin the topright corner.
5. The system traffiers you to the bottom of the screen and a warning message is displayed.
6. Selectthe Deletebuttonat the bottom of the pageé confirmation message displays.
7. SelectFinish.
WARNING : Only forms that have not been submitted can be deleted. Select ing the

1 DELETE butto n permanently deletes the Community Eligibility Provision form from the
LT system. | twill not be recoverable once deleted.

o
>
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Download Forms

The Download Forms function allowssersto view, download and/or prinall forms and

documents made available on the site by the State.

To access Download Forms

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. Onthe menuselectDownload Forms The Download Formscreen displays.

To download or view a fo rm

1. On the blue menu baselectApplications. The Applications menu screen displays.

2. On the menuselectDownload Forms The Download Forms screen displays a list bf a
availableforms

3. SelecttheForm ID d the form you wish to download. If the form is a documenjrey
dialog box appears.

4. SelectOpento view the form.
-OR-
SelectSaveto save the form to your computer.

Note: The software application associated with the form will initiate the op ening of
the form. For example, if the form is a Microsoft Word document, Microsoft Word

on your desktop will initiate the opening of the form. This is also true with

Microsoft Excel or Adobe Acrobat forms.

5. Select the<Back button to return téhe previousaeen.

submission by  Sponsors new to the School Nutrition Programs.

j TIP : The New Sponsor ? column indicates whether the form is required for
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Claims

The CRRSClaims component allowSponsorgo submit monthly online reimbursemetsim requests to
the Statereview claim rates, and review historical payment summaries

About the Claims Process

A Sponsorsubmits a reimbursement claim to the State for every month in which one or more sites
participates in the School Nutrition ProgmrBponsoranay enterSponsorand site information into the
monthly claim form beginning at the first of every morBponsorshavethirty days from the last day of

the claim month/year to submit an original claim

Note: Claims cannot be created for a mont h if there is no  approved A pplication Packet in effect for

that period . If you cannot access claims for a specific month, be sure your Application Packet has
been approved. If your Application Packet has been approved and you still cannot enter a claim f or
a specific month, contact the CRRS Help Desk to validate the effective date of the Sponsor

application and Site application.

At the time claims are submitted, they are checked bysystemto ensure they conform to established

business rules governimgimbursement claim eligibility and approval.
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The following table identifies the steps related to submitting and processing a claim:

Performed by Task
A Completethe Claim for Rimbursement foris) for theselectectlaim
Sponsor
month
A Submiterrorfree claim to theStatefor processing
A Review and approve claim.
State . . . L
A Select claim for inclusion in the payment process.
A Send payment information to t@propriateState agency for

payment

Claims Menu

Sponsorsuse the Claims Menu to access claim fundijoview current claim rates, or view payment

summaries.

Note: The Claims menu will only display menu items that you have been authorized by the State to
access.

Item Description

Claim - SNP School Nutrition Program Claims

Claim - 550 Seamless Summer Option Claims

Claim - FFVP Fresh Fruit and Vegetable Program Claims
Claim Rates View current claim rates

Payment Summary Summary of payments made to this Sponsor

Figure 28: Claims Menu
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Claim Dates

Variousdates are used in tl&RRSclaims function. The following table identifies and describes the dates

used:

Date Description

Date Created This date is set to the current system date when the cléamitiadly created.

This date is set to theurrent system date when the claimnially created ang

Date Modified eachtime the claim is saved.

This date is typically set to tteystemdatewhenthe claim was first submitted t

Date Received the StateThe value of this field is used to validate @itedayclaim rules.

This date is set to the current system detiehtime the claim is submitted fg
payment and contains no errors. If errors are detected during the submit p

Date Accepted the date is not set.

These claims are identified with a statdisofi Accept edo. A
modified until they are included in a payment batch.

This is the date that the claim was addsdthe State into the batch payme
process(via Payment Tracking in the Accountimgodule) Once the clan has
been added to a bat@te.,ii b a t §, ihcamhdt be modified.

These claims are i dAecegtedd i et iwli tthhe
has completed. When the batch process is completed, the status of the (¢
AProcessedo.

Date Processed

Ifachangg s required to a Adceptedh tohatid Ph
a revied claim must be entered into the system
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Claim Entry

The Claim Entry function is used to enter, modify, and view claifti@ system provides the
ability to submit claims at th8ponsoror site level.Original and upward adjustedaims cannot
be submitted ithereceived date is more th&® daysfrom the last day ofthe claim month/year

In order to create a claim in a given month, an approved Applic&acket must be in effect for

the period.
WARNING : Only Sponsors authorized by the State can submit site -level claims.
I \ Please contactthe CRRS Help Desk if you are interested in site -level claiming.
A i

To access Claim Entry

1. On the blue menu baselectClaims. The Claimsmenu screen displays.

2. From the Claims mensglect the type of claim you would like to enter (e.g., SNP, SSO
or FFVP).The ClaimYearSummary screen displays.
If a Sponsoihas already been selected, the Claim Summary screen displays.
If no Spon®r has been selected, use BmonsoiSearch to search for and select a
Sponsor

3. Select the Claim Month you would like to submit a claim. The Claim Month Details
screen displays.

Note: The current school year is the default year if no other school year h as been
selected. For help selecting a new school year, see Selecting a School Year
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Claim Year Summary

The Claim Year Summary summarizes information regarding the claim for each claim month in
the designated year:

1 Adj Number: identifies the number of rieions associated with the claim. Each revision
must be regprocessed by the state.

M Claim Status: identifies the current status of the claim.

Date Received: identifies the date the system initially received the claim submission.
Note: the State has thetharity to modify this date.

Date Processed: identifies the date the claim was included in the payment batch process.

1 Earned Amount: identifies the current value of the claim.

Claim Adj Claim Date Date Earned
Month Number Status Received Processed Amount
Jul 2014 o Processed 08/01/2014 08/05/2014 $5,897.24
Aug 2014 3 Processed 02/05/2015 02/05/2015 $88,394.56
Sep 2014 i} Processed 10/06/2014 10/07/2014 $432,353.81
Oct 2014 ] Processed 11/04/2014 11/04/2014 $£451,918.54
Mov 2014 i} Processed 12/02/2014 12/02/2014 $310,673.87
Dec 2014 ] Processed 01/06/2015 01/06/2015 $310,222.81
Jan 2015 i} Processed 02/05/2015 02/05/2015 $£394,944.11
Feb 2015 ] Processzed 03/03/2015 03/03/2015 $357,777.03
Mar 2015 i} Processed 04/02/2015 04/07/2015 $340,272.67
Apr 2015 ] Processzed 05/05/2015 05/05/2015 $452,741.17
May 2015 $0.00
Jun 2015 $0.00

Year to Date Totals $3,145,196.11

Figure 29: Claim Year Summary screen
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Claim Month Det ails

From the Claim Month Details screen, you can aceesgecific claim form or a summary of the

submitted claim.

If the claim has been processed, the options are View (to view the completed claim form) or

Summary (to view the calculated payment summelated to the claim).

Claim Month: August 2014

Adj Date Date Date Earned
Claim Items Number Received Accepted Processed Amount Status
View | Summary [4] 09/03/2014  09/03/2014  09/04/2014 $83,918.50 Processed
View | Summary 1 09/16/2014 09/16/2014  09/16/2014 $3,194.44  Processed
View | Summary 2 09/19/2014  09/19/2014  09/25/2014 $1,281.92  Processed
View | Summary 3 02/05/2015  02/05/2015  02/05/2015 $0.00 Processed

Total Earned $88,394.86

Figure 30: Claim Month Details Screen i Example of Processed Claims

If the claim has not been processed, the options are View (to view the completed claim form),
Modify (to enter a new claim or modify axisting claim) or Summary (to view the calculated

payment summary related to the claim).

Note: Claims can be modified UNTIL they have been added by the State into the batch

payment process. Once a claim has been included in a payment batch, the status of the

cl ai mAcceptedfio unt il the batch process has completed.

completed, the status of the claim is AProcessedo.
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Claim Site List

The Sponsor will first select Add Original Claim from the Claim Months Detail scrééme
Claim Site List screen will display.

Adj Date Date Date Earned
Claim Items Number Received Accepted Processed Amount Status

There are no claims for this month.

Total Earned $0.00

< Back I Add Original Claim

Figure 31: Claim Site List screen

The Sponsor would use the Claim Site List screen to select the site whose claim to add, view, or
modify.

Note: Only active sites  with and approved applicat  ion packet for the school year will the
ability to enter a claim.

To add an original claim

Claims can be entered for each eligible month in the school year. Eligible months are determined

based on an approved Application Packet and the desidiappliation effective date.

1. From the Claims mengglect the type of claim you would like to enter (e.g., SNP, SSO
or FFVP).The ClaimYearSummary screen displays.

2. Selectthe desired Claim Montfi.he Claim Month Details screen displays.

SelectAdd Original C laim button If the Sponsoiis performing sitdevel claiming, he
Claim Site Listscreen displaysdJnder ActionsselectAdd to the left of the Site Name
you wish to add an original claifithe Claim for Reimbursemersicreen displays

Adj Date Date Date Earned
Claim Items Number Received Accepted Processed Amount Status

There are no claims for this month.

Total Earned $0.00

< Back I Add Original Claim

Figure 32: Claim Month Details screen i Add Original Claim

Note : The Add Original Claim button will only display on Claim Month Details
screens that currently have no claims created.
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Enter claim information for all enrolled progran@nly the prgrams identified in an
approved Application Packet with the appropriate effective date will be available for data
entry.

SelectSave The Claim Month Details screelisplays.

Review the information.

To make a modification or correction to the claimgsethe<Back button to return to

the Claim for Reimbursement screen

To submit the claim, check the Certification box and selecBthmmit for Payment

button.

Note : When the Submit for Payment button is selected, the system performs
additional edit check s (e.g., 60 day rule, etc.). If the system identifies errors, the
errors must be corrected before the user can submit the claim for payment.

WARNING : An original claim cannot be submitted by a Sponsor if the
l \ received date is more than 60 days since the last day of  claim month/year.
LT For exceptions to this rule, contact the CRRS Help Desk.

To modify an un - processed claim

Claims can be modified as many times as desired until the claim has been sulamitted

processed by the State for payment distribution.

1.

From theClaims menuselect the type of claim you would like to view (e.g., SNP, SSO
or FFVP).The ClaimYearSummary screen displays.

Selectthe desired Claim Montfihe Claim Month Details screen displays.

TheClaim Site Listscreen displaydJnder ActionsselectModify to the left of the Site
Name you wish teiew. The Claim for Reimbursemersicreen displays

Note : The Summary link is not active until a claim has been submitted with no
errors.

Updateclaim information.
SelectSave The Claim Month Detailscseendisplays.

Review the information.

To make a modification or correction to the claim, seleckBack button to return to

the Claim for Reimbursement screen

To submit the claim, check the Certification box and selecgthemit for Payment

button
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Note : When the  Submit for Payment button is selected, the system performs
additional edit checks . If the system identifies errors, the errors must be corrected
before the user can submit the claim for payment.

WARNING : An original claim cannot be submitted by a Sponsor if the
. received date is more than 15 days from the last day of claim month/year.
A For exceptions to this rule, contact the CRRS Help Desk.

Torevise a processed claim

Claim revision resulting in a downward adiment may be submitted at any time. Claim revisions
resulting in an upward adjustment may be submitted if the date of submission isBRittags of
the last day of the original claim month. Revised claims must hwoeessed by the State

regardless ofheir original status.

1. From the Claims menu, select the type of claim you would like to enter (e.g., SNP, SSO
or FFVP). The Claim Year Summary screen displays.

2. Select the desired Claim Month. The Claim Month Details screen displays.

3. If the Sponsor igperforming sitelevel claiming, the Claim Site List screen displays.
Under Actions, seledReviseto the left of the Site Name whose claim you wish to revise.
The Claim for Reimbursement screen displays
Note: The Add Revision button will only display on Glim Month Details screens that
currently have no claims created.

4. Make any necessary changes to the claim.

SelectSave The Claim Month Details screen displays.

6. Review the information.

To make a modification or correction to the claim, seleck®ack button to return to

the Claim for Reimbursement screen

To submit the revised claim, check the Certification box and sele&uteit for

Paymentbutton.

Note : Revised claims must be re  -processed by the State regardless of their original
status.

WARNING : An upward adjusted claim cannot be submitted by a Sponsor if
l \ the received date is more than 60 days since the last day of claim month/year.
LOTR, For exceptions to this rule, contact the CRRS Help Desk.
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Toviewac laim

1. From the Claim menuselect the type of claim you would like to view (e.g., SNP, SSO
or FFVP).The ClaimYear Summary screen displays.

2. Selectthe desired Claim Montfihe Claim Month Details screen displays.

3. If the Sponsoiis performingSponsoilevel claiming, selecView. The Claim for
Reimbursemergcreen displays.
If the Sponsoiis performing sitdevel claiming, he Claim Site Listscreen displays
Under ActionsselectView to the left of the Site Name you wishuigw. The Claim for

Reimbursemergcreen dislays

Toviewa C laim Summary

The Claim Summary allows you to vVvietwreadosummary o
print format. No modifications can be made from this page.

1. From the Claims mengglect theype of claim you would like to view (e.g., SNP, SSO
or FFVP).The ClaimYearSummary screen displays.

2. Selectthe desired Claim Montfihe Claim Month Details screen displays.

3. If the Sponsotis performingSponso#evel claiming, selecBummary. The Claim for
Reimbursement Summasgreen displays.
If the Sponsotis performing sitdevel claiming, he Claim Site Listscreen displays
Under ActionsselectSummary to the left of the Site Name you wishu@w. The

Claim for Reimbursement Summasgreen tplays
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Figure 33: Claim for Reimbursement Summary screen - partial

To delete a claim

If the Sponsorhas entered a claim in error and the claim has not been included in the batch
paymentproces (i .e., the st &dccepeddo fort hieP roolcaeism eidd ) NOT hie
be deleted.

1. From the Claims mengglect the type of claim you would like to view (e.g., SNP, SSO
or FFVP).The ClaimYearSummary screen displays.

2. Selectthe desired Clan Month.The Claim Month Details screen displays.

3. If the Sponsor is performing sitevel claiming, he Claim Site Listscreen displays
Under ActionsselectModify to the left of the Site Name you wishuigw. The Claim
for Reimbursemerdcreen display

4. SelectDeletein the Edit menu in the uppeight corner.
5. The system transfers you to the bottom of the screen and a warning message is displayed.
6. Selectthe Deletebuttonat the bottom of the pageé\ confirmation message displays.
7. SelectFinish.
WARNING : Once t he claim has been deleted, it is permanently removed from CRRS
l \ and cannot be restored. Use caution before deleting a claim.

—
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